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OSHA'S RECORDKEEPING RULE

It’s that time of year again!  February 1 is the date by which OSHA requires your annual workplace injury records to be updated and posted.  You are required to keep these records for at least five years. You must post the OSHA 300A Summary Form in a conspicuous location from February 1 through April 30. NJ Municipalities are not exempt from these requirements. The following information is provided to assist you in compliance. You may also get further information on recordkeeping from www.OSHA.gov or by contacting your Conner Strong Risk Control Consultant. 

Overview:

OSHA records consist of three forms described below. 

· The OSHA Form 300 (formerly the OSHA Form 200). This form is used to classify work-related injuries and to note the extent and severity of each case.  The 300 log can be maintained on a computer or at another location as long as you can produce a copy at the workplace whenever it is needed.  You have seven calendar days to fill in the form once you learn of a case.  You are required to keep these forms for five years. 

· The OSHA Form 300A is the summary form that employers post from February 1 through April 30 each year listing the accident history of the previous year.  Top management needs to be aware of the injury and illness experience and verify that records are accurate.  For this reason the highest-ranking municipal official working at that site must sign and certify the summary.

· The OSHA Form 301 (formerly, the OSHA 101) includes detailed data about how the injury or illness occurred.  The “First Report of Injury”, required by the state of New Jersey Division of Workers’ Compensation, is an acceptable substitute form.

Why are the records kept?

OSHA collects data to measure its own performance.  Inspectors also use the data during inspections to help direct their efforts to the hazards that are hurting workers.

The records are also used by employers and employees to implement safety and health programs at individual workplaces.  Analysis of the data is a widely recognized method for discovering workplace safety and health problems and for tracking progress in solving those problems.

The records provide the base data for the Bureau of Labor Statistics Annual Survey of Occupational Injuries and Illnesses, the nation's primary source of occupational injury and illness data.

What injuries do we record?

Even though a first aid injury may be compensable, these are not OSHA recordable.  Work related injuries beyond first aid are generally recordable.

 An injury or illness is recordable, if it results in any of the following: death, days away from work, restricted work or transfer to another job, medical treatment beyond first aid, or loss of consciousness. 

An injury is also recordable if it involves a significant injury or illness diagnosed by a physician or other licensed health care professional, even if it does not result in death, days away from work, restricted work or job transfer, medical treatment beyond first aid, or loss of consciousness.

Only new cases are reported.  That means that if an employee aggravates a pre-existing injury, it is not reported as a new injury, but additional lost days may be added to the prior injury. 

What do we do about employee privacy?
Employers are required to protect employee's privacy by withholding an individual's name on Form 300 for certain types of sensitive injuries/illnesses (e.g., sexual assaults, HIV infections, mental illnesses, etc.).  

Employee representatives are given access only to the portion of Form 301 that contains information about the injury or illness, while personal information about the employee and his or her health care provider is withheld.  Employers are required to remove employees' names before providing injury and illness data to persons who do not have access rights under the rule.
HAZARD COMMUNICATION UPDATE

The Hazard Communication Standard (N.J.A.C. 12:100 -7) was adopted in May of 2004, Are you in compliance?  The program elements needed to comply with the Hazard Communication Standard include:
· Adopt a written Hazard Communication Program that includes the following:

· Detailed inventory of all hazardous substances on site except those identified as consumer products  



· Identity of staff members responsible for compliance

· Training procedures for staff members exposed to hazardous chemicals
· Provide training to all employees who are exposed to hazardous substances or who may be reasonably expected to be exposed during an emergency. Training must be provided by a “Technically Qualified” trainer in accordance with the Standard.
· Ensure that all containers within the workplace are labeled to clearly identify the contents of the container. Labels must comply with the Federal Hazard Communication Standard, or if applied by the employer, they must comply with the labeling requirements of the Right to Know regulations.
· Maintain copies of MSDS and Hazardous Substance Fact Sheets at all locations where hazardous chemicals are stored or handled. This is in addition to the Central File required by the Right to Know regulations.

Sample programs can be obtained from your Conner Strong Risk Control Risk Control Consultant or log on to the web at http//www.state.nj.us/health/eoh/peoshweb/. 
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It is suggested that Safety Director’s Bulletins are posted on your safety announcement boards.  This bulletin is intended for general information purposes only.  It should not be construed as legal advice or legal opinion regarding any specific or factual situation.  Always follow your organization’s policies and procedures as presented to you by your manager or supervisor.  For further information regarding the content of this bulletin, please contact Conner Strong  Risk Control Services at 877.861.3220.
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